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1 Introduction

This guide provides guidance and information on the technical aspects of completing an electronic
Annual Financial Report. It is intended to be used in conjunction with Annual Financial Report Short
Form or Long Form User’s Guide in order to prepare you to complete the electronic AFR and make the
process run more smoothly.

The purpose of this guide is to provide more detailed information than the User’s Guides for anyone
who may be unfamiliar with Microsoft Excel or is new to using a computer. It provides step-by-step
instructions on downloading and saving the AFR forms, working in Excel, and changing security
settings to allow the form to work properly. Please keep this guide handy as you work on your AFR; as
it will help to solve questions or problems that may arise.



2 Obtaining the NPS AFR Short, Long Form, Supplemental Schedules
and User’s Guides

You can download the following NPS AFR forms and User guide through the AFR website;
http://www.nps.gov/commercialservices/tools_afr.htm:

e AFR Electronic Long Form

e AFR Electronic Short Form

e Short Form Fees Worksheet

e AFR Long Form and Short Form User’s Guides

e AFR Excel Guide

e 10 Quick Steps to Completing and Submitting the Electronic AFR
e Frequently Asked Questions

Mational Park Service

NPS Commercial Services U.5. Department of the Interior

Management Regulations Prospectuses Advisory Board Concessioner Tools About Us

AFR Submittals Annual Financial Reporting

All concession contracts require concessioners to submit an annual financial report, commonly referred to as
the AFR. There are two report formats, with a standard form as well as an abbreviated version for smaller
Login concession contracts. Both versions include a statement of income, balance sheet, detail of gross receipts,
operational statistics, special account annual reconciliation, and special account project expenditures. The
submittal of AFRs by concessioners is an electronic process as outlined below

Request an Account

Concessioners should start with a review of 10 Quick Steps to Completing and Submitting the AFR and the
list of AFR Frequently Asked Questions. The two documents provide a wealth of information to get you on
the right track for submitting your forms electronically.

The updated electronic AFR Short Form (v2.0) should be used for all concessions with gross receipts less
than $500,000 (unless granted exception by the Park Superintendent to submit a hardcopy). If for your 2009
submittal vou have already downloaded and completed the AFR Short Form (w1.0), it is not a problem; the
system will accept either version of the electronic AFR Short Form,

To assist in completing electronic AFRS, new User's Guides are available for download. There is a User's
Guides for those filing the AFR Short Form and another for those filing the AFR Long Form (still in
development). These documents provide guidance on how to reguest a user account and how to submit the
electronic AFR online. In addition to the two User's Guides, there is an AFR Excel Guide with basic
information on using Microsoft Excel. (Please note that the electronic AFRs are not compatible with
Macintosh computers. If you do not have access to a PC, please contact your park to request permission to
submit a hardcopy AFR.)

After reviewing the AFR User's Guide, please follow the link to the [eft to request a user account and then,
after filling out the appropriate forms, submit them electronically.

Helpful Links

AFR Frequently Asked Questions

10 Quick Steps to Completing and Submitting the AFR
AFR Short Form User's Guide

AFR Short Form

AFR Excel User's Guide



Download the AFR Form, User Guide, and additional documents by following the steps below:
1. Open Internet Explorer or another Web browser
a.  On most computers, to open Internet Explorer:

i. Use the mouse to click on the 'Start’ button.

i. Select the 'All Programs' folder

iii. Click on 'Internet Explorer’

iv. Internet Explorer will then open and your homepage will be displayed

2. Type http://www.nps.gov/commercialservices/tools_afr.htm into the address bar to access the
AFR webpage.

3. Click on AFR Short Form or AFR Long Form (whichever applies to you) and select “Save”

File Download x|

Do you want to open or save this file?

@ j Mame: AFRElectronicShortForm_W20.xdls
Il Type: Microsoft Office Excel 97-2003 Worksheet, 3.39MEB
From: www.nps.goy

e

oo I e )

o —

Always azk before opening this type of file

l--"\l While files from the Internet can be uzeful, zome filez can potentially
@ harm your computer. [ pou do not trust the source, do not open or
b zave thiz file. What's the rigk?

4. The “Save As” box will pop open, and double-click the “My Documents” folder to open it.

P
Savein: |@' Desldop b v ) F EF -

B My Documents
{ % My Computer
My Recent | “dMy Network Places

e — p———

5. After opening “My Documents” Create a new folder named “Annual Financial Reports” by
right-clicking your mouse, then selecting “New” and select “Folder”.


http://www.concessions.nps.gov/AFRReports.cfm�
http://www.concessions.nps.gov/document/AFR/NPS_AFR_Short.xls�
http://www.concessions.nps.gov/document/AFR/NPS_AFR_Long.xls�
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@ Microsoft Office Excel 2007 Workbook

£ winzip File

Name the new folder “Annual Financial Reports”

Save in: | My Documents

v O mE

I3 Security Requirements NPS BEHlrMp Activities

;%, I 5print eport
My Recent IS)Task 3

N

3] Annual Financial Reports| |




6. After typing the new folder’s name, “Annual Financial Reports”, double click on the folder and
select save. The AFRElectronicShortForm_V3.0 (or LongForm) should be on the “File Name”
line and then select “Save” as shown in the picture below. Close the “Download” window.

Save in: |E}.-’-‘-.nnual Financial Reports V| Q¥ -

ty Recent
D ocuments

Desktop

by Documents

by Computer

-

File name: |.-’-‘-.FH Electranic Shart Farm - % 3.0 b | [ Save

by Metwoark Save as bype: | Microzaft Office Excel 97-2003 W arksheet w | Cancel

Continue to download the files you need including the User’s Guide and save them in your “My
Documents/Annual Financial Reports” folder. When you have downloaded all the documents you
need, close out of the internet by clicking on the X in the top right hand corner of the screen.



3 General Principles of Microsoft Excel

This section provides an overview of the basic functions of Excel. If you are unfamiliar with Excel, it
is suggested you read this section before attempting to complete the NPS AFR Short or Long Form.

3.1 Description

Microsoft Excel

Microsoft Excel is a popular and widely available software application that
provides a simple and straight-forward means of entering financial information.
Excel accepts user entry into a spreadsheet-style format, which, in this application,
has been tailored to meet the requirements of the NPS AFR Short Form and Long

Form.

3.2 Accessing Excel
You can access Excel following these steps (on most computers):

1
2.
3

4.

Ty
Use the mouse to click on the 'Start' button.
Select the 'All Programs' folder

Select the 'Microsoft Applications' folder
Select 'Microsoft Office Excel'

Excel will then open and a new spreadsheet will be displayed, as shown below.
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Excel spreadsheets are displayed as a grid; each box in the grid is called a cell. Cells are arranged
horizontally in numbered rows, vertically in lettered columns.



3.3 Working in Excel

Like all Microsoft Windows based applications, Excel provides you with two means of navigating
through the software: 1) the mouse or 2) the keyboard. While you may use whichever method you find
most comfortable, the mouse will allow you to move quickly to any point on the screen and to select
items most readily. The keyboard allows you to move sequentially through an individual data entry
screen.

Using the Mouse

Frequent Microsoft Windows users will notice that movement within Excel is similar to other
Microsoft Windows applications. Simply use the mouse to position the cursor over the item you wish
to select and press the left mouse button. The cursor, which is usually displayed as an arrow, will
appear as a small white '#' symbol when working within the spreadsheet.

Using the Keyboard
Movement between fields with the keyboard can be accomplished using the TAB or ENTER key.
The following table identifies some important keyboard combinations:

Key Description

TAB Moves to the next cell to the right

ENTER Moves to the next cell to the right or down
ALT<F> Opens the File Menu

ALT<H> Opens the Help Menu

CTRL<Z> Undoes the last user action

CTRL<Y> Redoes the last user action

You can delete all of the information within a given cell by clicking the box and pressing the 'Delete’
key. Cell contents can be edited by double-clicking box and using the ‘Backspace' button.

Some cells within the NPS AFR Short and Long Form contain pre-defined formulas. You will be
unable to select these cells, as they do not require input by the user.

Moving Between Worksheets

An Excel Spreadsheet, like the NPS AFR Forms, can have multiple worksheets of data. The different

worksheets are displayed as tabs at the bottom of the screen. In the AFR Forms, each Schedule that

needs to be completed is in its own worksheet. To select a worksheet, use your mouse click on the tab

at the bottom of the screen that corresponds with the Schedule you want to complete.
4 4(W M| | ConcessionerInfo A Al “B_C “DPI “E F, G H T3 K LM

You may not be able to see all of the tabs at once. To view the hidden tabs, click the arrows in the left
corner next to the tabs.



3.3.1 Saving Spreadsheets in Excel

There is no need for you to complete an entire NPS AFR Form in just one sitting. Your progress can
be saved at any time and may be resumed at your convenience.

You should distinguish between two types of saving processes, 1) saving the original file (or ‘Save
As’) and 2) saving your progress. The first time you work within an Excel spreadsheet on your
computer, you must select a location to which to save the file on your computer. This process must
only be completed once, during your first session working within the Excel file. Once you have saved
the file to an initial location on your hard drive, you can use a quick save. A quick save simply
updates the Excel file with your recent changes.

You only need to follow the steps outlined in 'Saving the File' once: the first time you work in the file
and save your work. Anytime thereafter, whether during your initial or following sessions, you should
use the steps outlined in 'Saving Progress' to save your work.

The following instructions will walk you through the two saving methods.
Saving the File

After downloading the necessary files, as described in Section 1 of this guide, go to your “My
Documents/Annual Financial Reports” folder and select the AFR forms you would like to use by
following these steps:

Select the 'My Documents' folder from the 'Start’ menu.

The 'My Documents' folder will open, as shown below. Then double-click on the *Annual Financial
Reports’ folder to open it. Double-click to select the AFR forms you would like to use.

& C:\Documents and Settings\ebackus\My DocumentsMnnual Fin... Q@g|
Iy

Fil=  Edit ‘iew Favorites Tools  Help %

Q Back - > 'ﬁ /._ ) Search Folders Elv

| address | CiDocuments and Settingstebackosi\My Documentsiannual Financial Rep % a jeta]

) ~ LT‘ -, AFRElectronicLongFarm_Y20 A
File and Folder Tasks = == Microsoft Office Excel Warksh,,,
1 | 5kE
7 Maks a new foldsr
@ Fublish this Folder to the Sﬁ] - AFRElectronicShortForm_20
weh Microsoft Office Excel 397-200.., |
1l | 4,852 KB
E o\ TP
£ v
j New Save a copy of the document _
. ; l':‘ Excel Workbook i
The AFR Form that you select will open. Go to ‘File’ 2 ooen ] Sove the file as an Excel Workbook. I

b:‘ Excel Macro-Enabled Workbook

{Ba ) :
(or the “=* button, if you use Excel 2007) and select | s ] sov ne workwook mne an-paseasna ||
‘Save As', another menu will appear.

=] = Excel Binary Workbook
H saveAs | b |mesa| Save the workbook in a binary file format
optimized for fast loading and saving.

HE,:E print » | ]2y Bxcel 97-2003 Workbook

H | Save a copy of the workbook that is fully
compatible with Excel 97-2003.

55 Prepare » -
| Adobe PDF
L

[]
ad Send 3 .
6 Find add-ins for other file formats
S‘_D. Publish  » =—]| Other Formats
Openthe Save As dialog box to select from
C all possible file types.
J Close 10

[ £ Excel Options || X Exit Excel |

sl



Save in: B My Documents v| @ -0 X (=] |j M

4 | My Recent I-5) Annual Financial Reportl

o Documents ) BlueZone
@ Deskkop My Data Sources
_ @ My Music

1 py My Pictures

i @ Docurnents E ¥

———————=" 1 [ My Practice Files
o My "
:} Computer @My Wideos
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E

On the left border of the menu, use the mouse to click on 'My Documents' and the folder will open.
Find the folder you created named 'Annual Financial Reports' within 'My Documents'. Double click on
the 'Annual Financial Reports' folder to open it.

4
Save As @@
Save in: I_J Annual Financial Reports \1 @-( X CulEd-
DY
(&} Desktop Check this bar to ensure that
s the Annual Financial
& pocuments Reports folder is selected
My
:* Computer
- My MNetwork
i

Type the new file name here

File name: NPS AFR Short Form FY0S3)| v

Save as type! | Excel Workbook v,
Tools - [ Save Cancel ]

#

Then rename the form being saved using the 'File name:' box. You shouldn't simply save a form under
the title "NPS AFR Long Form" or "NPS AFR Short Form." Rather, you should include information
in the name that specifically identifies the file, such as the fiscal year. For example, you may save the
Long Form for FY09 as "NPS AFR Long Form FY09.” This way you can easily track AFRs from
different years.
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Saving Progress

Once you have saved the file to the 'Annual Financial Reports' folder within your ‘My Documents'
folder, you can save your progress by doing a quick save. To save your progress, simply use one of
the following three methods.

1. Simply use the mouse to click on the Diskette symbol at the top of your screen.

E‘_W Eile E\J Wiewe Inserk  Format  Tools Data  Window  Help

TN ] FEREN A NN - R AN 2

=]

IE_)I File | Edit  Yiew Insert  Forr|
i 1 Hew... Chri+H
;0 B I L] . . { En .
o leen "™ M 2. Click File' (or the “* button, if you use Excel 2007) at the top of
gml your screen. The File menu will appear. From the File menu select 'Save'
|H Save |

Ctrl+5 i to complete the process.

3. Using your keyboard, simultaneously press the keys 'Ctrl' and 'S’

You are encouraged to use one of these methods to save your progress every 15 minutes while working
within Excel to ensure minimal data loss in the event of a power outage or computer system error.
You will also want to use one of the three quick save methods before exiting Excel.

If you forget to save your work before exiting Excel, a prompt may appear asking you whether you
would like to save your changes.

Microsoft Excel

! "_., Do yiou wank to save the changes you made to 'WPS AFR Short w11, xls'?

~[ ves | [ me | | cancel |

If prompted, you should click "Yes.'

Microsoft Office Excel - Compatibility Checker. @E|

The following features in this workbook are not supported by earlier versions
- of Excel. These features may be lost or degraded when you save this
If yOU use EXC8| 2007, the fOI IOW' ng message may (5 ) workbook in an earlier file format. Click Continue to save the workbook
) anyway. To keep all of your features, dick Cancel, and then save the file in
appear when you save your AFR: one of the new fle formats.

H H H H 5 Mumber of
Despite the warning of loss of functionality, the AFR | 3mm= L o e
is not affected and will work fine the next time it is || Sionificantloss of functionality Q

1 ¢ 1 ’ 1 1 This workbook contains data in cells outside of the row and 3
Opened . CI ICk Contl nue tO proceed Wlth Savi ng column limit of the selected file format. Data beyond 256 {IV) End  Hel
columneg by 65,536 rows will not be saved. Formula tnd Hep
references to data in this region will return a #REF! error.
Location: 'M1'
This workbook contains data in cells outside of the row and calumn 3
limit of the selected file format. Data beyond 256 (IV) columns by Hel
65,535 rows will not be saved. Formula references to data in this Heb v
Check compatibility when saving this workbook.
e ) o)
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4 Changing Macro settings before completing the NPS AFR

Before you begin to work in either the NPS AFR Short or Long Form, you need to change the Excel
security settings first to enable the macros built in to the form.

How to Change Excel Security Settings for Excel 2003:

To change the security settings, open Excel and select “Tools” from the menu, select “Macro” then
“Security” from the dropdown menu.

Microsoft Excel - NPS_AFR_  -e

E‘_W File Edit \iew Insert  Forma Tools | Data ‘Window Help  Adobe PDF
| Speling... F7 ' Aria
) 3 %3 ) @ g | Shared Workspace. .. . ! I:“ o | (2 B H
& =3 | EREA Q Favorites « | e v Concshared|BFR WeblAFR Forms (Mew)\NPS, - H i
Fr=— Formula Auditing » .
o=y - = -
F7 - A | Macro r | b Macros... Alt+FS
Custamize. .. @ | Record Mew Macro, ..
National Park Servic{  Gptions.. Security...
b
Table of Contents & 7 wisual Basic Editor Ale+F11
1 ‘ Concessioner Information Microsoft Script Editor  Alk+Shift+F11
2 Sl o i (Forabfncd] B0 oot o (oo o) (B i =i T Tl R

Note the level the macros are set now so you can return the setting to its original position after
completing your AFR. Change the Security Settings to “Low” and click “OK”.

Security Level | Trusted Publishers |

™ Yepy High, Only macros installed in trusted locations will be allowed
to run. All other signed and unsigned macros are disabled,

~ High. Cnly signed macros From krusted sources will be allowed to
run. Unsigned macros are automatically disabled,

= Medium. You can choose whether o not to run potentially unsafe
macros,

l

Low {nok recommendead), Y¥ou are not protected from pokentially
unsafe macros, Use this setting only if vou have virus scanning
coftware installed, or vou have checked the safety of all documents
0L OpEr.

1 oK I Cancel |

When you open either the NPS AFR Short or Long Form a Security Box may appear warning you that
'‘Macros may contain viruses." However, the macros contained within the NPS AFR Short and Long
Forms enhance the worksheets and do not contain viruses — this is simply a standard warning issued by
Microsoft Excel for any file that contains advanced coding. To proceed, select the 'Enable Macros'
button. Once macros have been enabled, the worksheet will continue to open.
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Security Warning

"CriDocurnents and SetkingsiebackusiMy DacumentstAnnual Financial
ReporksiMPS_AFR_Shork,xls" conkains macros,

Macros may contain viruses, It is usually safe to disable macros, but if the

macros are legitimate, you mhhtﬁsnme funckionality.

Disable Macros

More Info |

Enable Macros

How to Change Excel Security Settings for Excel 2007:

If you are using Microsoft Excel 2007, there are two settings that must be changed in order for the

electronic AFR to work; Macro settings and ActiveX settings.

{Da
Click the Microsoft Office Button “** , and then click Excel Options.

= T @ = ED Copy of NPS_AFR_Lot
Home Insert Page Layout |
.A . j Mew Recent Documents _
3 & Calibri 1 07 Comb = |
— 53 Copy e _’: Open 2 06 Comb = j
- f Farmat Painter u 3 Copy of NPS_AFR_Long 7.22.09 = _
Clipboard & F g conen | 220 =
5 ARCOOL {=l
Al - I H o 6 MORADOS =l
= = = - 7 Copy of NPS_AFR_Short 7.22.09 = i
e — H e he > & Workload Forecast_Oct_Dec EMEA Lol |
- 9 Workload_Farecast_MNowv_lan_EMBA 1=l
2008 AFR submittal List =
HE,:J Erint . DIND013 = ([
CRMO001 =
ﬁ Prepare # BISOO001 {=1
SGUIS003 =
_ﬁ Send  » GUISO03 =
GUISD03 f=l
PAISO02 I=

/ Publish »
==

Jﬂ Close

\ | 13 Excel Options | | X Exit Excel '
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Click Trust Center, click Trust Center Settings, and then click Macro Settings.

Excel Options

Papular
P @ Help keep your documents safe and your computer secure and healthy. |
Formulas
Praofing Protecting your privacy
Save Microsoft cares about your privacy. For mare information about how Microsoft Office Excel helps to
protect your privacy, please see the privacy statements,
Advanced . . .
Show the Microsoft Office Excel privacy statement
Customize Microsoft Office Online privacy statement
Customer Experience Improvement Program
Add-Ins

Trust Center . ) Security & more

Learn more about protecting your privacy and security from Microsoft Office Online,

Microsoft Windows Security Center
% Microsoft Trustworthy Computing

Microsoft Office Excel Trust Center

The Trust Center contains security and privacy settings. These settings
help keep your computer secure, We recommend that you do not changg

_ | Trust Center Settings... |
these settings.

l QK ]l Cancel ]

Click the option “Enable all macros;” selecting this option to allow all macros to run. Even though
the message for this option states that it is not recommended, and that potentially dangerous code can
run, this option must be selected for the electronic AFR process to work. After you finish working on
your AFR, you can return your macro settings to their original setting to keep your computer protected.

Trusted Publishers

Macro Settings

Trusted Locations For macros in documents not in a trusted location:
- O Disable all macros without natification

Add-ins
(> Disable all macros with notification

ActiveX Settings (O Disable all macros except digitally signed macros

wAsrr Settings I| Enable all macros (not recommended; potentially dangerous code can run)

15



Then click ActiveX Settings.

Select Enable all controls without restrictions and without prompting (not recommended,
potentially dangerous controls can run) to enable all ActiveX controls in documents with minimal
restrictions. Again, this option must be selected for the electronic AFR process to work. You may
return the ActiveX settings to their original position after you complete the AFR.

Click on OK and OK again to get back to the Excel screen.

Trust Center E| g|

Trusted Publisher:
fusted Publishers ActiveX Settings for all Office Applications

Trusted Locations . . . .
E | Far ActiveX controls in documents not in a trusted location:
Add-ins O Disable all controls without notification
e —
O Prompt me befare enabling Unsafe for Initialization {UFT} controls with additional restrictions and Safe for

-
ActiveX Settings Initialization {SFT} controls with minimal restrictions

Macro UG () Prompt me before enabling all controls with minimal restrictions
le all controls without restrictions and without prompting (not recommended; potentially dangerous controls
Message Bar unj

External Content
Safe mode (helps limit the contral’s access to your computer]
Privacy Cptions

OK l [ Cancel

Now you are ready to begin working on your AFR. Once you have saved the AFR, as detailed on
pages 10-11 of this guide; go to the *Annual Financial Reports’ folder you created, then double-click to
open the AFR file you saved. Fill out each worksheet of the AFR, beginning with the Concessioner
Info page, and don’t forget to save periodically, as detailed on page 12. See the Annual Financial
Report Long Form or Short Form User’s guide for more guidance on filling out the AFR.
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5 Cell Format Guidance

Cells that are designed to accept dollar amounts only allow whole dollar amounts. When entering your
data, please round cents to the nearest dollar. If you enter a letter, symbol or number that is not
rounded to the nearest dollar amount a warning message will appear.

f= ~

Please enter Whole Dollar amount

@ Only whole dollar amounts are accepted. Please round cents to the nearest dollar and retry,

uetr':.f { [ Cancel

Warning message that will be displayed if an invalid number is submitted

Click the 'Retry' button to close the warning box and continue by entering a whole number into the
selected cell.

Cells that are designed to accept percentages only allow valid percentages. Please enter a percentage
between 0 - 100%. You do not need to type the '%' symbol as it will already be provided within the
cell. If you enter a letter or invalid number a warning message will appear.

Fe =1

Please enter a Percentage

@ Flease enter a PERCENTAGE Fram 0% ta 100%:

\uetry { [ Cancel ]

Click the 'Retry' button to close the warning box and continue by entering a valid percentage into the
selected cell.

You should format dates as mm/dd/yyyy in any cells that require the entry of a calendar date.
Where: mm = month, dd = day and yyyy = four digit calendar year.

Some cells do not require data entry; they contain formulas that calculate a value based on data you
entered into prior cells. These cells are shaded either tan or light grey. You cannot alter these cells. If
you attempt to alter one of these cells you will receive a warning message. The warning message
below is generated by Excel therefore we were not able to modify the wording. Even though the
warning message below provides direction to modify a protected cell, you do not have access to that
process.

17



Fe "

Microsoft Excel

The cell or chart you are trying to change is protected and therefore read-only,

! Ta modify a prokected cell ar chart, Firsk remove prakection using the Unpratect Sheet cammand (Taols menu,
Praotection submenu), You may be prompked for a passward,

Click the 'OK" button to remove the message. You should move to the next white shaded cell to
continue completing the form.

AFR Long Form, Schedule H

In Schedule H, you must enter a Department Name in Line 1 and a positive number for gross receipts
before entering any expenses below. If a number is entered in an expense line and no gross receipts are
entered in that same column, the following message will appear:

Gross Receipt is Blank

@ Gross Receipt has ba be greater than 0. Enter Gross Receipt in Line 2 and then kry again,

uetr':.f | Cancel [ Help ]

Click “Cancel,’ then fill in a number in Line 2 to proceed.

You will notice that this and several other error messages contain a ‘Help’ button. Clicking this button
takes you to Microsoft Excel Help. While Help contains a lot of useful information in using Excel, it
does not have any specific information pertaining to the AFR. It is not recommended that you use this
button.

18



6 Printing Hard Copies of the Annual Financial Report

You can use the 'Print Paper Copies' button to print hard copies of the Annual Financial Report.
Printing and maintaining a hard copy of the AFR Short Form or Long Form is suggested in the event

that NPS should have questions about your data.

spreadsheet named ‘Submit.” Simply click the *Print Paper Copies' button.

The print button is located at the bottom of

Open Path Folder

4)  Click here to open a windows folder to your destination folder and view the AFR file.

Attach npsAFR-L_Example_200601-18.xml to the email message.

§)  Click "Send" in your email client to submit AFR data.

Y

Print Paper Copies |

Once you have clicked the 'Print Paper Copies' button, the print menu will appear:

Print

Printer

Marne:

Status:
Twpe:
Where:

Prink range
@ all
O pagels)

Prink what

% USWSH3-1016600H5150 (10th Floor w

Idle

HP Laserlet 5150 PCL Se

Find Printet. ..

USWSH3-1016600H3150 (HE150)

Comment: HP Laserjet §150 (10th Floor - Beside Cubicle #101660)

- installed by PCP [ Printk ka il
Zopies
Number of copies: =

Eram:

() Selection
(%) Active sheek(s)

Preview

N
() Entire workhook dﬂ Collate

[0]4 Cancel

You can choose how many copies of the report you would like to print.
number into the 'Number of copies:' box. When you are ready to print, click the 'OK" button.

Simply type the desired
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7 Supporting Documents

Some concessioners will have a large amount of information to report in Schedules F, K, L or O that
will not fit in the regular AFR Long Form. For Schedules K and O, this information can be reported in
the Long Form Supplemental File (see Section 6 of the Long Form User’s Guide) or as a separate
document. Any concessioner can choose to upload these schedules as a separate file; those who have
more than 100 lines of information on Schedules K and O must do so since the Supplemental File is
limited to 100 lines.

Schedule F (Notes to the Financial Statements), other financial documents/notes, and the CPA Audit or
Review letter should be saved and uploaded as a separate PDF, Word or Excel File. Additional files
should be saved in the same location as the AFR and must be named
“CONCID_FiscalYear_documentname.” For example, BUIS001_2009_CPAReview.

Many concessioners use their own accounting programs to record the data used in Schedules K and O;
to save the data directly from your program to upload on the AFR website, skip to Section 6.1.
Microsoft Excel is commonly used to record this information. You may create your own worksheets,
making sure to include the same information required on the AFR. For example, a Schedule O
worksheet may look like this:

SCHEDULE O - SPECIAL ACCOUNT PROJECT EXPENDITURES

CONCESSIONER: YEAR ENDING:

DETAIL OF SPECIAL ACCOUNT PROJECT EXPENDITURES
Project Current Year | Estimated Percent
Number Project Description Expenditures Complete

1 $

2 $

3 $

4 $

5 $

7.1 How to Create a PDF Document

Creating a PDF of Schedules F, K, L or O can be helpful for concessioners who use their own
accounting software to keep track of these items. Instead of inputting all of the data into the AFR
worksheets, it can simply be saved as is and uploaded. However, it is vital that all of the information
required on these schedules is reported, even if the formatting is different.

CPA Audit or Review Letter

If your CPA provides only a hard copy of the signed Audit or Review and Opinion Letter, use a
scanner to create electronic copies of the documents, following the instructions for your particular
machine. Many scanners allow you to directly save the document as a PDF, which allows you to skip
the next steps. If you cannot save directly as a PDF, save it as an image (.GIF or JPEG) and proceed.

Saving the PDF file

Once you have all of the information entered into the document of your choice, you must save it as a
PDF form in order to be able to upload it to the AFR website. You must have Adobe Acrobat installed
on your computer to create a PDF. The software is available for purchase at www.adobe.com. There
are two methods of saving your files in PDF format; 1.) Saving as a PDF from the program it was
created in or 2.) Using the Create PDF option in Adobe Acrobat.
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http://www.adobe.com/�

iz
=

QOpen

Save

&

B

=

I swe s
=

Z

e

EEE;; Publish
S
Close

14T

Make sure you have selected the
folder where your other AFR files
are saved in the Save As box, then -

rename the file Lﬁ
CONCID_FiscalYear_FormName. My Pecent
Click the *Save’ button to -
complete. ([
Degklop

Save a copy of the document

[f;' Excel Workbook I
[EH | Save the file as an Excel Workbook. I
E

Excel Macro-Enabled Workbook
[E31] Save the workbook in the XML-based and
macro-enabled file format. =
[f;' Excel Binary Workbook [
|zgea| Save the workbook in a binary file format
optimized for fast loading and saving.
=% Excel 97-2003 Workbook

1l | Save a copy of the warkbook that is fully |
compatible with Excel 97-2003. -

~+-| Adobe PDF |

é Find add-ins for other file formats

—J Other Formats

Open the Save As dialog box to select from
all possible file types, -

|,_j Excel Options | |X Exit Excel |

Save Adobe PDE File As

Method 1: Open your saved file in the program
it was created in; for example, if you created
Schedule O in Excel, then open it in Excel. Go to
File, then select Save As. Click on the option for
Adobe PDF.

RIX

O F -

)

Iy Documents

by Computer

N\
L File name: |BUISO0_2009_Sched] v|\( Save |
My Metwork | Save as type: |F'DFfiIes vl [ Cancel ]
[v] Wigw result
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Method 2: Open Adobe Acrobat. In the top left corner, select the ‘Create PDF’ button, then click
‘From File.’

Adobe Acrobat Professional

File Edit ‘iew Document Comments Forms  Tools

: ICreate POF - E:;J Combine Fies - @ Expor

- |57 From Eile... Chrl+
@ From Multiple Files. ..
& From Web Page... Shift+Ctrl40

=
] From Scanner...

E From Clipboard Image

Getting Started with Creake PDF

The “Open” dialogue box will automatically open. Navigate to the folder where the files you want to
use are located, select the file you want to save, and click the ‘Open’ button.

Loak in: |L'f)AnnuaI Financial Reports v| ] ? i Ev

3y = dData-5_(BUFFO09_2003-07-23)

[  (Esthedo

My Recent
Documents

Desklop

My Documents

by Elomputer
{ File name: || v | [ Open (
MpMNetwork  Filesoftype: | Al Files %) v| [ cance |

Adobe Acrobat will automatically convert the file into a PDF, which may take a minute or two. When
it is complete, the document will open in Acrobat, and you will notice that the file name at the top will
be the same name as before, except with pdf at the end.

e Sched O.pdf - Adobe Acrobat Professional
Edit Wiew Document Commenks Farms  Tools

Now go to File, then Save As and select the folder where you would like to save the document.
Rename the file CONCID_FiscalYear_FormName. Click the ‘Save’ button to complete.

File name: |GRICAQ22_LF0G_SchedD v [ _sae ]/

Save as type: |Adobe PDF Files [*.pdf) v | [ Cancel ]

Repeat these steps for all of the extra files that you wish to upload to the AFR website. Once you have
them all saved, they are ready to be uploaded; see page 26 of the Long Form User’s Guide for
instructions.
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